Plateau Learning v 5.8 SP5

PLAT___AU Administrator Job Aid

Global Universicy Catalog Management

Job Aid: Catalog Management PBL Course: Catalog Management

Learning Needs Mgmt Lab 8: Add Curriculum to a Catalog

Prerequisites
o Introduction to Plateau Administration
« Introduction to Learning Needs Management

« Assignment Profiles

Description

The purpose of this job aid is to guide administrators through the step-by-step process of creating and
modifying catalogs, adding items and curricula to catalogs, and associating catalogs to assignment
profiles.

Tasks

Adding Catalogs

Adding Items to Catalogs

Adding Curricula to Catalogs

Modifying Item/Curriculum Catalog Flags
Associating a Catalog to an Assignment Profile

moow>»

Task A: Adding Catalogs

0 Navigate to Commerce > PLAT=AU
Cat al 0 g S i Adtninistration | Guick Links: I I | |PreIerances | Help | 4@ Check System | Logout
u 2
. . Catalogs (g} Catalogs | Search | Sdd Mevw | Help |
© | Ciick the Add New link. Heter et
Search Saved Searches
Qrder Mansgement
}tl.nusat.:l IO;der T|3<e13 Enter 5 value for each field that you want to use to fiter your search. Some fields allovwe you to select from a list of
A:HEI‘ICIE ransacton valugs. You can also add or remove search criteria to further refine your search
pproval
Tool
: Roe?:rences Case sensitive search " ves & o
Catalog ID: [Sterts Wit =
Description; ISIaris iith LI I

ctive: # pctive © Not Active T Both

AddRemove Criteria M M ﬁ

© 2008 Plateau Systems, Ltd. Page 1 of 8



PLAT=AU

Gleobal Universicy

Plateau Learning v 5.8 SP5
Administrator Job Aid
Catalog Management

Enter a catalog ID.

Enter a description of the
catalog.

Select a domain.

Catalogs

Search | Add Mew | Help |

> fdd Hew

Add Catalog

* = Recuired Fields

IEHS_GEN 9

successfully added.

e * Catalog IT:
G Se|eCt a pricing rU|e from Description: |EHS General Emplayee Catalogy e
the drop-down menu, if *Domain: - Q [ers O
applicable . Pricing Rule: | Ll
Contact Email.  Ob [FLATEAL@PLATEAL COM ﬂ
@  Enter contact email. ctive l7 o )
@ Verify the Active checkbox
is selected.
O ciick Add.
The new catalog is Catalogs Search | Add News | Help |

> Search > Edit Summary

Catalog IT:
Description:

EHZ_GEM
EHS General Employee Catalog

Curricula

Mzsignment Profiles

Edit the Catalog

* = Required Fields

Description: |EHS General Employes Catalog
* Darmain: Q IEHS

Pricing Rule: I LI
Active: I~

Contact Email: Q IPLATEAU@PLATEAU.COM

[ Apply Changes | Reset | pelets |
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Task B: Adding Items to Catalogs

Navigate to Commerce >
Catalogs.

PLAT=AU

Catalogs 1
Master Inventory
Account Codes
Order Management
Unused Order Tickets
Financial Transaction
Approyal

+ Tooks

+ References

Search for a catalog by
entering criteria for one or
more fields.

For this example, let’s
search for the catalog
created in the previous
exercise.

User Management | Performance

Administration | Guick Links: I x| |Home | Preferences | Help | 4@ Check System | Logout

| Learning | Cammerce | Content | Report

Catalogs | Search | Add bew | Help |

Search Saved Searches

Enter & value for each field that you want to use to fiter your search. Some fields allow you to select from s list of
walues. You can slso add or remove search criteria to further refine your search.

Case sensitive search: © ves O ng

Catalog IDx [statswitn =] [ERS] e
Description: |StartsWrth ;I I

Active:

[S=arch [ Save as [ reset |

& potive © Mot Active O Both

AddiRemove Criteria

Enter the catalog ID in the
Catalog ID field.

Click Search.

Field Chooser

Select the catalog by
clicking the edit icon (l=1).

Catalog ID «
EHS_GEN

Description

9 D EHZ General Employee Catalog

Select the Items tab. Catalogs

Search | Help |

Note: Items can be added to the
catalog by either entering or
searching for an item SKU
number, or entering or searching
for an item.

Catalog |
Description;

SUmImEEY
Edit the Catalog
Select an item type from the
drop-down menu.

> Search > Search Results > Edit Hems

EHZ_GEM
eral Employes Catalog

N

Add an temn to the Catalog

Curricula Aszignment Profiles

Click the add one or more
from list link to search for
and add the item.

EITHER Add a SKU CR Add an Hem
. Enter SKU or add one or more from list Enter tem I or add one or more from list
Enter the exact item ID. S tem Type: @
| ICOURSE v[
or ¥ add Associsted Future Schedules Cfferings to the 5w (2% a
Catalog [Er=-001

¥ add Associsted Future Schedules Offering@a
Catalog

Click Add.
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The item is successfully
added to the catalog.

Click the expand icon (@)
to view any associated
scheduled offerings.

@ 328

EST)

Update the Hems in the Catalog

SnoR Price
Title in Catalog Options (%) Remove
Catalog )
es Is] |

CAT-  COURSE EHS- CPR

100 (Rev 4 - Recertification
51472003

12:00 Ak

[Apply Changes [ Reset |

Select All/ Deselect All

Flag: 000  chande

I jv
Lritil: l—
(MDD Y =
Reason: I
Expires: I—
(MDD YY) =

Task C: Adding Curricula to Catalogs

Navigate to Commerce >
Catalogs.

Search for a catalog by
entering criteria for one or
more fields.

For this example, let’s

search for the catalog

created in the previous
exercise.

Enter the catalog ID in the
Catalog ID field.

Click Search.

PLAT=AU

Catalogs
Master Inventory
Account Codes
Order Management
Unused Order Tickets
Financial Transaction
Lpproval

+ Tooks

+ References

Administration | Guick Links: I x| |Home | Preferences | Help | 4@ Check System | Logout

Catalogs | Search | Add Mew | Help |

Search Saved Searches

Enter & value for each field that you want to use to fiter your search. Some fields allow you to select from s list of
walles. You can slso add of remove search criteria ta further refine your search.

= [ensl o

[Stertswith =] |

Adtive: & pctive © Not Active © Both e

AddRemove Criteria W M w

Case senstive search: ™ ez O pa

Catalog IDn IStarts iith

Description:

Click the edit icon (=) to
select the catalog.

Field Chooser

Catalog ID «
EHS_GEN

Description

4l E| EHS General Employvee Catalog
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Select the Curricula tab.

Note: Curricula can be added to
the catalog by either entering or
searching for a curriculum SKU
number, or entering or searching
for a curriculum.

Enter the exact curriculum
ID exactly.

Verify the Add Item to
Catalog checkbox is
checked.

Click Add.
or

Click the add one or more
from list link to search for
and add a curriculum.

Catalogs Search | Sdd Mew | Help |

> Search > Search Resulis > Edit Curricula

Catalog ID: EHS_GEN
Description: EHS General Employee Catalog
SLIMITEry ftems Aszignment Profiles

Edit the Catalog

Add a Curriculum to the Catalog

EITHEF: Add a SKU OF Add a Curriculum Q
Enter SKU or add one or more from list Enter Curticulum I0 or sdd one or more from list
SKL: Curriculum IC:

¥ add tems Ta Catalog ¥ add tems To Catalog e @

-

Update the Curricula in the Catalog

There are no curricula in this catalog.

The curriculum has been
successfully added to the
catalog.

Click the expand icon (&)
to view all items within this
curriculum.

Update the Curricula in the Catalog

[ Apply Changes | Reset |

Select AllJ Deselect All

SHo Remove
Curriculum | Title in Catalog Options Remove
tems
Catalog
| | [ [

EskU-632  EHS-100 First Yes Py

@ RESmEE Lindil: ml—
(MDD ™)

Reason: I

Expires: I—

[MBDID ™ ) iz
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Task D: Modifying Item/Curriculum Catalog Flags

Navigate to Commerce >
Catalogs.

Search for a catalog by
entering criteria for one or
more fields.

Enter the catalog ID in the
catalog ID field.

Click Search.

PLAT=AU

User Management | Performance | Learning | Commerc

Ackministration | Guick Links: I | Haomme | Preferences | Help | 4 Check System | Logout

Catalogs 1
Mazter Invertary
Account Codes
Order Management
Unused Order Tickets
Financial Transaction

Catalogs | Search | Add Mewe | Help |

Search Saved Searches

Enter & value for each field that you wwant to use to fiter your sesrch. Some fields allow you to select from s list of
values. You can slso add o remove search criteria to further refine your search.

Approyal
+ Tools s it h:
e ase Senslve searcl r‘. Yes (: Mo
Catalog It |Starts With =l |EH3‘ 9
Description: |StartsWﬂh 4| |
Activer @ potive O Mot Active O Bath

[Search'[[Save as'[ Reset |

AddiRemaove Criteria

Select the catalog by
clicking the edit icon (=1).

Figld Chooser

Description

Cataloqg ID
EHS_GEN

QE

EHZ General Employee Catalog

Select the Items tab.

Catalogs

» Search > Search Results = Edit kems

Catalog I EH=_GER
Description: EH= General Employes Catalogy

SUmmary Curricula Azzignment Profiles
Edit the Catalog

To modify catalog options
per item, click the Flag
drop-down box and select
one of the displayed
options.

Enter an Until date.
Enter a Reason.

Enter an expiration date (if
desired).

Click Apply Changes.

Update the Hems in the Catalog

@WM

Select All / Deselect All

Show Price
Title Catalog Options (%) Remove
Catalog )

E CAT- COURSEEHS- CPR BEm 000 change
328 100 (Rev 4 - Recertification i}
511472003 Uit m
1200 AM (AR S (e
EZT) Reason: Revised
. Featured
Expires:
(MMJ’DDNYYY)E

Notes:
Item Flag: A flag that appears with the item in the catalog.
Until: The date that the flag no longer appears with the item in the catalog.

Reason: What the user sees for why they should be interested in this item
when viewed on their home page or in the catalog.

Expires: The date at which the item is automatically removed from the
catalog.
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Task E: Associating a Catalog to an Assignment Profile

@®  Navigate to Commerce > PLAT=AU
Ackministration | Guick Links: I > | | Home | Preferences |Help | 4 Check System | Logout
Cat al O g S " User Management | Performance | Learning | Commerc Content | Report: n Admin
Catalogs 1 Catalogs | Zearch | Add Mew | Help |
Search for a catalog by Waster ey
Account Codes
- - - f T Search Saved Searches
entering criteria for one or ST
. Financial Transaction Enter & value for each field that you wwant to use to fiter your sesrch. Some fields allow you to select from s list of
m 0 re fl e I d S . appravel values. You can slso add o remove search criteria to further refine your search.
+ Tools

o CElEEEES Case sensitive search 7 ves 0% po

@ | Enter the catalog ID in the et 0 el 2
Catalog ID field. Descrion: [mtevn =] |

Active: @ petive 7 ot active T Both

CIICk SearCh . AddiRemaove Criteria www

Select the catalog by Field Chooser &
clicking the edit icon (=1).

Catalog 10 - Description
EHS_GENM [21[Z]  EHS Genersl Employes Catalog
9 Select the Assignment Catalogs Search | dd New | Help |

Profiles tab. ——
> Search > Search Results > Edit Assignment Profiles

Note: Access to catalogs is Catalo D EHS

controlled by aSSIQnment Description: Environmentsl Health and Safety

profiles. S - -
SLIMIMmEr Y ltems Curricula ssignmen

Profiles

e Enter the exact assignment Edit the Assignment Profile for the Catalog
profile ID.

Add an Assignment Profile to Catalog @

CI|Ck Ad d Enter Aszsignment Profile 10 or add one or more from list 6

Assignment Profile 1D I 6 w

or

@ Click the add one or more
from list link to search for
and add an assignment
profile.
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Notes
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